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1. At the top of the 
landing page, select 
the Contracts button 
on the button bar. 

 

 
 

 

2. Click on the ‘View’ 
link for the contract 
for which you would 
like to update 
trainees. The system 
will take you to your 
Contract Details 
page. 

 

 

 
 

 

3. Select the Upload 
Trainees button on 
the button bar at the 
top of the Contract 
Details page. 
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4. If you do not yet have 
a CSV containing the 
trainees you are 
editing in the 
required format, 
select Click Here to 
download the 
template.  
 

 
 

 
 
 

 
 

 

5. The codes needed to 
fill out the CSV are 
shown here.  

 
It is important to 
note that the 
Employee ID is used 
at the Unique ID. To 
update the trainee 
information, the 
system will look at 
the Employee ID.  
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6. To help fill out the 
CSV, you may export 
the Trainees by 
Contract report. See 
Reference Guide – 
Accessing Reports 
 

 

 

 

7. If using a PC, save the 
file as a CSV (Comma 
delimited) file. If 
using a Mac, save as 
Comma Separated 
Values (.csv) 

 

 

PC USERS:                                                                              MAC USERS: 

        
 

 

8. When your CSV is 
prepared, click the 
Choose File button 
and select your CSV. 
 

 

 
 

 

9. Click the Upload 
button. 

 

 

 
 

10. The system will 
provide you with a 
summary of what has 
been uploaded and 
any errors messages. 
The data uploaded 
will override the 
trainee’s previous 
information. 

 

 
 

https://etp.ca.gov/wp-content/uploads/sites/70/2019/06/Cal-E-ForceReferenceGuide%E2%80%93AccessingReports.pdf
https://etp.ca.gov/wp-content/uploads/sites/70/2019/06/Cal-E-ForceReferenceGuide%E2%80%93AccessingReports.pdf
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11. Click the Upload 
Trainee data button 
to complete your 
upload. 

 

 
 

 

12. You will be provided 
with a summary of 
the records that have 
been uploaded 
successfully.  

 

 

 
 

 

 


